CITY OF EL PASO, TEXAS
AGENDA ITEM DEPARTMENT HEAD’S SUMMARY FORM

DEPARTMENT: City Manager

AGENDA DATE: March 1, 2005

CONTACT PERSON/PHONE: Joyce A. Wilson, City Manager, X4844
DISTRICT(S) AFFECTED: N/A

LEGAL: (if required) FINANCE: (if required)

SUBJECT:

An Ordinance amending Ordinance 8064 (the Classification and Compensation Plan) to
revise the procedures for amending certain portions of the job specifications; to revise
the procedures for advancement within pay grade; to revise the procedures determining
entry salary under the executive compensation plan; to revise the process for authorizing
the use of personally owned tools or vehicles; and to revise the procedures relating to
special sick leave.

BACKGROUND / DISCUSSION:

This amendment of Ordinance 8064 (The Classification and Compensation Plan)
provides that the City Manager may revise certain portions of the Job Specifications:
make the determinations regarding advancement within pay grade; authorize the use of
personally owned tools or vehicles; determine the entry salary for persons under the
executive compensation plan and approve extensions of special sick leave. The
provisions in this amendment to Ordinance 8064, which transfer the authority to make
certain personnel-related decisions to the City Manager, are in accordance with Charter
requirements.

PRIOR COUNCIL ACTION:

Ordinance 8064 was originally adopted in May 1984.

AMOUNT AND SOURCE OF FUNDING:
N/A
BOARD / COMMISSION ACTION:

N/A
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CiTy COUNCIL
JOE WARDY SUSAN AUSTIN, DISTRICT 1
MAYOR ROBERT A. CUSHING, JR., DISTRICT 2
ALEXANDRO LOZANO, DISTRICT 3
JouN F. Cook, DISTRICT 4
PRESI ORTEGA, JR., DISTRICT 5
JOYCE WILSON PAUL J. ESCOBAR, DISTRICT 6
CITY MANAGER VIVIAN ROJAS, DISTRICT 7
ANTHONY W. COBOS, DISTRICT 8

OFFICE OF THE CITY MANAGER

March 10, 2005

TO: Mayor and City Council
FROM: Joyce Wilson, City Manager
SUBJ: Ordinances for Consideration on March 15

City Council will consider a series of ordinances regarding the delegation of certain duties and
responsibilities to the City Manager. Among them include a delineation of signatory authority
between those actions to be retained by the Mayor and those activities to be transitioned to the
City Manager. In addition, several of the ordinances are designed to delegate responsibilities to
the City Manager that would no longer require bringing items before the City Council for action.
Those include:

release of liens once fulfilled,

reimbursement for overpayments,

authority to implement tax payment installment agreements,

authority relating to grants applications and administration,

clarifying other authorities to enter and sign certain personal services contracts

(primarily a housekeeping item to the ordinance approved by City Council in

September 2004 as part of the transition process),

B authority to make provisional and temporary appointments upon approval of the Civil
Service Commission (excluding department heads that would still require City
Council approval under the Charter),

B authority to lease facilities, i.e., museum and arts venues, for events with alcohol.

Many of these activities were identified by the Transition Team working with the City’s
consultant, Terrell Bloggett, prior to September 1, 2004, when the new charter amendments took
effect. Others were raised by staff and/or the City Attorney’s Office as opportunities to reduce
time and costs associated with processing fairly routine administrative matters for the City
Council agenda, and/or reducing duplication of reviews or time lags for implementation.

Staff estimates that approval of these items would reduce the Consent Agenda by 25-30%. In the
context of time and effort, the City Clerk’s Office spends collectively about 80 hours a week
preparing the Council Agenda. A 30% reduction would save about 26 hours per week or
approximately 1400 hours annually. Based on a $20 hour annual salary cost, the savings would
equate to nearly $30,000 annually. The City Attorney’s Office estimates that Agenda review
requires about 30 minutes of attorney time and 30 minutes of other staff time for each item on
the Consent Agenda to assure that all is in order. Annualized time savings equate to 180 to 265



hours each — attorney and staff time — or a cost savings of $16,500 based on hourly rates of $46
and $15 per attorney and staff. In addition, the initiating agencies expend approximately one to
two hours developing the paperwork for submittal and securing appropriate approvals for each
agenda item. The City Manager spends approximately one hour weekly going through the
preliminary agenda and then another hour weekly with all affected agencies reviewing the
agenda in preparation for the Tuesday meeting. While no dollars have been expressly identified
for these time investments, the net impact in terms of opportunity costs equates to approximately
2-3 FTEs, plus City Council’s and their staff’s time organizing and reviewing a weekly agenda
crowded with a lot of mundane items that detract from the more substantive business of the City
Council.

Beyond this assessment, all of the human resources matters are reviewed and approved by the
Civil Service Commission. Presently it takes the approval of two independent governing bodies
to enact even minor temporary or provisional hires, which requires 2-4 weeks of lead time to
process the request, post the agenda and get approval. This does not appear to be the best use
of City Council’s, volunteer Commissioners, and staff time in terms of value added and
productivity.

Assistant City Attorney Elaine Hengen will be available to speak to each of these ordinances at
the March 15 meeting. In the interim, please feel free to contact me if you have outstanding
questions regarding the above.



AN ORDINANCE AMENDING ORDINANCE 8064 (THE
CLASSIFICATION AND COMPENSATION PLAN) TO REVISE
THE PROCEDURES FOR AMENDING CERTAIN PORTIONS OF
THE JOB SPECIFICATIONS; TO REVISE THE PROCEDURES
FOR ADVANCEMENT WITHIN PAY GRADE; TO REVISE THE
PROCEDURES DETERMINING ENTRY SALARY UNDER THE

EXECUTIVE COMPENSATION PLAN; TO REVISE TO
PROCESS FOR AUTHORIZING THE USE OF PERSONALLY
OWNED TOOLS OR VEHICLES; AND TO REVISE THE
PROCEDURES RELATING TO SPECIAL SICK LEAVE.

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF EL PASO:

1. That Section 2, subsection 2.2 of Ordinance No. 8064, the Classification and
Compensation Plan, shall be amended to read as follows:

Section 2. CLASSIFICATION PLAN

2.2 ADOPTION OF CLASS SPECIFICATIONS

The job specifications describing the typical duties and defining the minimum
requirements for all positions in the classified service currently adopted and in use
by the City are hereby adopted.

A)

B)

©)

The title of each class specification shall be the official designation of the class
of positions to which it is assigned.

Each of the job specifications will include a general purpose statement that has
a definition of the distinguishing characteristics of each class of positions in the
Plan. It shall indicate and be construed as setting forth in general terms only
the scope of responsibility or responsibilities delegated and the inherent kind or
kinds of work to be performed by employees in the job class, as well as the
type of supervision received from above, if any, and the extent of authority
exercised over others, if any.

The job class specifications shall describe typical duties that may be assigned.
The duties listed are to be construed as setting forth examples representative of
specific operations and services usually and customarily performed by
employees in the class of positions that involve the competent application of
the normally required knowledge, abilities and skills. It is not to be assumed
that each example listed will be performed by all employees within the job
class nor that any one employee therein will perform only the examples listed.
The example of duties are illustrative only with respect to the class of positions
as a whole and do not prescribe the duties of any employee holding a position
therein. Department heads shall have the right to assign employees to duties
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not included in the list of duties performed, provided such duties are similar in
nature to those described, and utilize knowledge, abilities and skills of
comparable scope or level to those required. In addition, department heads
shall also have the right to assign employees to common miscellaneous duties
not explicitly described when necessary for such organizational effectiveness
and efficiency purposes as sustaining and balancing work flow, and developing
employee capabilities. These general incidental assignments do not exceed the
bounds of the job class to which the incumbent’s position has been allocated.

They include, but are not limited to the following examples:

o Temporarily substitute on designated aspects of work of absent
employees as qualified.

o Impart functional knowledge to less experienced employees.

o Participate in special projects or represent the organization on ad
hoc committees.

o Engage in selected responsibilities of other positions under closer
than normal supervision for training purposes.

o Record and report status and results of activities.

o Maintain workplace, tools, equipment and materials in clean,
orderly, safe and operable conditions.

D) The minimum qualifications in the job specifications shall be the basis for the
admission or rejection of applicants to examinations for the respective job
classes in the Plan.

E) Additions, deletions and revisions of the job specifications that do not affect
the arrangement or rearrangement of a position or office into a class,
subdivision or grade shall be made upon the authorization of the City Manager
or his/her designee.  Additions, deletions or revisions that affect the
arrangement or rearrangement of a position or office into a class, subdivision
or grade, shall be made upon the recommendation of the City Manager or the
Human Resources Director by amendments made through resolution, upon
approval of the Civil Service Commission and City Council.

2. That Section 3, subsections 3.2. 3.7 and 3.9 of Ordinance No. 8064, the Classification
and Compensation Plan, shall be amended to read as follows:

Section 3. COMPENSATION PLAN

3.2 PROCEDURES FOR ADVANCEMENT WITHIN PAY GRADE
A) Each pay grade has an entry pay rate and a maximum pay rate.
Advancement to the maximum pay rate for the class shall be made on the
basis of meritorious service, efficiency, and length of service at each rate
as provided in Rule 5, Section 1 of the Civil Service Commission Rules.
B) An employee shall become eligible for advancement after completion
of 12 months of service in the same class and grade, including
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probationary period, if applicable. The amount of such increases will be 2
¥%2%. Advancement may be made upon recommendation of the department
head, approval of the Civil Service Commission and authorization by the
City Manager or his or her designee.

3.7 PAY FOR AUTHORIZED USE OF PERSONALLY OWNED
VEHICLE/TOOLS

A) If an employee is required in writing by the department head to use
his/her personally owned automobile in the performance of duties of
his/her position, payment for such use shall be on the basis of cents per
mile. Payment shall be made at least monthly in accordance with reports
and certifications required by the Comptroller. A fixed amount may be
paid monthly in lieu of the above mileage reimbursement with the
approval of the City Manager or his/her designee. The rate of mileage
reimbursement will be established by a resolution approved by the City
Council once every year.

B) If an employee is required, in writing, by a Department Head to use
his/her personally owned tools in the performance of the duties of his/her
position, payment for the supplying of such tools shall be on the basis of
quarterly tool allowances to be paid to the employee. Such allowance is to
be used for the replacement of broken and damaged tools and for
purchasing new tools to facilitate the performance of the employee’s job.
The Department Head may request receipts as proof that the employee
actually purchased the tools. The rate of the tool allowance to be paid
quarterly will be established by a resolution approved by the City Council
once every year.

3.9 EXECUTIVE COMPENSATION PLAN

A) The Executive Compensation Plan shall include directors of all departments,
assistant directors of all departments and all other positions set forth in Exhibit
A attached hereto and incorporated herein.

B) The salary schedules of the Plan shall consist of salary levels, with a
minimum and maximum range for each level in accordance with Exhibit B
attached hereto and incorporated herein. Assignment of classes within the
salary schedule shall be approved by the Civil Service Commission.

C) The entry salary for any person covered under the plan shall be determined
by the City Manager but normally shall be no greater than the midpoint of the
range for that position; however, an applicant or employee for a department
head level position may be hired or promoted up to the third quartile of the
range in accordance with Rule 5, Section 4, Paragraph c. of the Civil Service
Commission Rules and Regulations.
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D) At any time that any position in the Executive Compensation Plan needs to
be reevaluated, such reevaluation will be done in accordance with Rule 5,
Section 4 (d) of the Civil Service Commission Rules.

E) Any increase in salary for those employees covered in the Executive
Compensation Plan shall be at least two and a half percent (2 2%) within the
same level and shall be based on meritorious service, efficiency, and length of
service as provided in Rule 5, Section 1, of the Civil Service Commission
Rules.

F) Employees in the Executive Compensation Plan shall be evaluated annually
on the employee's class entry anniversary date, as set forth in Rule 14 of the
Civil Service Commission Rules.

G) All department heads and assistant departments heads covered in the
Executive Compensation Plan shall not at any time receive a base salary less
than the base salary received by any subordinate supervised or directed.
Salaries for such department heads and assistant department heads shall be set
at a minimum of 5% over the annual base salary of the subordinates supervised
or directed.

H) Any other provisions of Ordinance 8064 relating to compensation which
conflicts with these provisions shall not apply to those persons covered in the
Executive Compensation Plan.

3. That Section 4, subsection 4.4 of Ordinance No. 8064, the Classification and
Compensation Plan, shall be amended to read as follows:

Section 4. FRINGE BENEFITS

4.4 SPECIAL SICK LEAVE ALLOWANCE
Any unused sick leave accumulated by an employee in excess of the
maximum accumulations shall be placed in a “special sick leave” bank. This
special sick leave may be used under the following circumstances:

A) The Personnel Director may, upon written recommendation by the
department head and approval by the City Manager or his or her designee,
authorize extension of sick leave under exceptional circumstances, provided
the absence is necessitated by illness, injury or disability that is established to
the satisfaction of the Personnel Director, such as by means of medical
examination.

B) Such extension of leave with pay shall not exceed six calendar months at
any one time and the period of service used as a basis for such extended leave
shall not again be used as a basis for sick leave at any other time.
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C) This provision for special sick leave with pay shall be subject to
verification by the department head and by the Personnel Director, as by
requirement of a certificate of a physician describing the illness, injury, or
disability, and stating that the employee was unable by reason of such illness,
injury or disability to be on duty during the period covered by the application.

D) An employee receiving leave with pay under this Special Sick Leave
provision shall not accrue vacation or sick leave benefits.

E) The provisions of this section apply to the employee only. (Passed
effective 8/4/93 for employees not covered by Collective Bargaining
Agreements and effective 2/4/94 for employees covered by Collective
Bargaining Agreements).

4. Any other provisions of Ordinance 8064 relating to job classification or job
specifications which conflict with these provisions are hereby rescinded.

5. All ordinances or parts of ordinances pertaining to the Classification and
Compensation Plan which are in conflict with this ordinance heretofore issued are

hereby repealed.

ADOPTED this 15™ day of March 2005,

THE CITY OF EL PASO

Joe Wardy, Mayor

ATTEST:

Richarda Dufty Momsen

City Clerk

APPROVED AS TO FORM: APPROVED AS TO CONTENT:
. - %W 4‘ ‘2/5“" -

Elaine S. Hengen O J6yce Wilson

Assistant City Attorney City Manager
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